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ETHICS COMMISSION 
JOB OPPORTUNITY 

 

 

Duties and Responsibilities 
 

Primary Purpose: 
Under the general direction of the Executive Director and Legal Counsel, the Associate 
Legal Counsel (ALC) conducts legal analyses and presents recommendations to the 
Honolulu Ethics Commission regarding city ethics laws and rules and lobbyist laws. 
 
Essential Duties: 
Complaints of unlawful conduct.  Based on complaints of ethics laws or lobbying laws 
violation filed by city officers, employees, members of the public, or government agencies: 

• Conducts investigations, document reviews, witness interviews, depositions and 
other prehearing preparations. 

• Conducts legal research and writes factual analyses, legal memoranda, and 
correspondence, position statements, motions, settlement agreements, proposed 
formal and informal advisory opinions, and proposed findings of fact and conclusions 
of law. 

• Presents factual and legal analyses for determination of probable cause violations 
before the Commission. 

Present Title 
Ethics Associate 
Legal Counsel 

Department Corporation Counsel 

Present Pay 
Grade 

NC00  

(BU13 Excluded) 
Division Ethics Commission 

Present Title 
Code 

070880 Branch       

Position Status 

Permanent Section/Unit       

F/T         P/T  
Work 
Location 

925 Dillingham Blvd, Rm. 190, 
Honolulu, HI 96817 

Immediate 
Supervisor 

Position No. Title and Pay Grade 

CC-156 Executive Director and Legal Counsel 
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• Negotiates settlements. 

• Provides legal representation, including examining and cross-examining witnesses, 
submitting documentary evidence and providing legal and policy arguments on 
behalf of the complainant or Commission staff in contested case hearings before the 
Commission. 

• Presents legal advice and policy recommendations to the Commission. 
 
Requests for legal advice.  Based on requests for advice submitted by city officers, 
employees, members of the public, or government agencies: 

• Conducts investigations and writes factual analyses and conducts legal research 
and writes legal memoranda and other correspondence, and formal and informal 
advisory opinions regarding the conduct of city officers and employees under the city 
ethics laws and lobbying laws. 

• Presents legal and policy recommendations to the Ethics Commission. 
 
Legislation. 

• Conducts legal research and writes legal memoranda and proposed amendments to 
the Revised Charter of Honolulu, Revised Ordinances of Honolulu, Hawaii Revised 
Statutes, and Commission administrative rules and guidelines related to city ethics 
laws and lobbying laws. 

• Tracks, analyzes, researches, and writes legal memoranda and other 
correspondence and testimony relating to state and county legislation relating to 
ethics laws and lobbying laws. 

• Provides testimony including legal and policy recommendations before the 
Legislature, Council, and Charter Commission. 

 
Education and training.  Develops and provides outreach, education, and training (online, 
in-person) to city officers and employees and the public regarding the ethics laws and 
lobbying laws.  May include drafting of newsletters, notices, brochures, among other print 
and online materials.  
 

• Tracks, analyzes, researches and writes legal memoranda and other 
correspondence and testimony relating to state and county legislation relating to city 
ethics laws and lobbying laws. 

 
Interagency cooperation.  Aids and cooperates with review by federal, state, or city 
agencies of possible violations of city ethics laws and lobbying laws. 
 
Performs other duties as required.  Provides overall assistance with legal aspects and 
administration of the city ethics program and lobbyist program. 


